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Travel Policy 
Beyond the Basics -- 

(Based on recent questions) 
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Use of State PCard - Required 
 For purchase of: 

 Airline tickets 

 Lodging 

 Out-of-State vehicle rental  

 

 Unless it can be documented that 
another payment method is in the state’s 
best interest 

 
 Travel Policy Section III.L and X.A. 
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Travel Advances 
• Should be short-term in nature 

• Processed through payroll system 

• Should not be used for lodging or car 
rentals 

• Should not exceed $200 

• Agencies may use discretion to avoid 
financial hardships for employees 

 
• Travel Policy Section X. 
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In-State Car Rentals 

 

 Section IV.F., talks about the contract that 

State Motor Pool and DOA entered into to 

supply “overflow” vehicle needs for state 

employees in several Montana locations. 

 

 Questions contact Motor Pool 444-2705 
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No Lodging Reimbursement 

Provided when… 

• Provided at the expense of a government 

entity 

• Lodging is provided on campus for 

industry or government seminars; 

• Lodging is included in the registration fee; 

• A cabin is provided for backwoods work  

 

• Section VI.C. 
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Non-Receiptable Lodging 

Reimbursement allowed…. 

 If an employee stays in a non-receiptable 
facility  

 Such as with friends or family 

 

 Or fails to obtain a receipt 

 

 Eligible for $12/night lodging 
reimbursement 

 Section VI.B. 



2013 SAD Training  



2013 SAD Training  2013 SAD Training  

MT High Cost Areas (HCA) 
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Meals rates: No high cost 

areas  

In-State 

Morning $ 5.00 

 

Midday    6.00 

 

Dinner 12.00 

 

  Total 23.00 

Out-of-State 

Morning $ 7.00 

 

Midday  11.00 

 

Dinner  23.00 

 

  Total  41.00 
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GSA Meal/Incidental Exp’s – 
(High cost rated not allowed) 

Standard Rate 



2013 SAD Training  2013 SAD Training  

Meals at training/conferences 

 Travel policy only pertains to employees in 

travel status 

 If meal provided at training/conference; 

employee in travel status  not allowed to claim 

reimbursement 

 Meals provided at State training/conferences 

do not need to follow travel policy guidelines 

 Agencies need to keep costs reasonable 

 Should be for a business purposes 
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Other things not covered… 

 Ask ???? 

 Do we cover the cost while you are in the 
office? 

 Why would we cover the cost when you 
are not in the office?  

 No reimbursement is allowed for child care 
if employee is traveling 

 No reimbursement is allowed for boarding 
of pets while employee is traveling 
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Guidelines agencies need… 

 Who can approve travel requests or 

reimbursement s? 

 What type of documentation is required with 

requests? 

 How many hotels need to be called to ensure 

that “best” rate is found? 

 Does your agency approver need to see proof 

of price comparisons? 

 What is needed with travel expense reimbs? 
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More Travel Information 

 State Travel Policy (Current) 

 http://mom.mt.gov/default.mcpx 

 

 State Travel Policy (prior) 

 Other Travel Resources 

 Travel Expense Voucher 

 Reimbursement for lodging at Actual Cost 

 http://doa.mt.gov/doatravel/default.mcpx 

 DOA Homepage 

 

 

http://mom.mt.gov/default.mcpx
http://mom.mt.gov/default.mcpx
http://doa.mt.gov/doatravel/default.mcpx
http://doa.mt.gov/doatravel/default.mcpx
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